NEWSNOTESJULY 2002

News from the Co-Chairs: The PASTG met during the week of July 15, 2002 in Peoria, Illinois. The
council reviewed and revised their Charter to make sure it is current with the objectives of the group. In
addition, extensve work was done on the PASTG Homepage to assure it is 508 compliant as well as
updated with the most current information available. Y ou will seeits new look shortly. The SOP
Manua has been updated as of April and al information is current. If you keep ahard copy desk
reference manua you may wish to print anew copy at thistime.

Sedina Lowe, Wooster, OH, Sandy Groneberg, Morris, MN and Lori Wilson-Voss, Ames, |1A
completed their terms with the Committee. Heather Pace, Columbia, MO was selected to serve asthe
new Co-Chair and Diane Cronk, Ames, IA was sdlected to serve as the Recorder/Information
Coordinator. Sandy and Lori will assume new roles with the Council and continue as Ex-Officio
Members serving respectively as the Web Master and SOP Editor.

We would like to thank Sedina Lowe for the outstanding job she did during her tenure with the
committee. Sedind s contributions were numerous. She has mentored new employees, performed
secretarid duties for two locations that were without secretaries and was insrumenta in developing the
MWA'’s Booth at the Odyssey 2000 Conference to mention afew. We will continue to draw from
Sedind s cregtive talents in the future.

NEW PASTG MEMBERS

Melissa Stiefel, Secretary of the Sugarbeets and Bean Research Unit, East Lansing, Michigan, has been
with ARS since 1999. After receiving aB.A. in English from Michigan State University, Missy worked
as a Program Manager at the Michigan 4-H Foundation. She represents the clerical staff at the
Michigan, Ohio, and Indianalocations. Missy enjoys traveling, reading, gardening, and spending time
with her family.

Ginger Waker isthe Program Assstant for the Plant Science Research Unit in St. Paul, Minnesota.
Ginger hasaB.S. degree in Foods in Business from the University of Minnesota. After college, she
worked for the USDA Forest Service as atechnica editor. She left the Forest Service to raise her
family and worked part-time as ateacher'saide a ajunior high school for 9 years. She returned to the
Forest Servicefor 1 year beforejoining ARS. Ginger has two grown children. She enjoys reading,
gardening, traveling, cooking, biking, and spending time with family.

Vicki Jones serves as Secretary to the Research leader of the Bacterial Diseases of Livestock Research
Unit a the Nationa Anima Disease Center and provides clerica support to 14 scientists. The
scientistsin the research unit conduct basic and applied research on selected bacterid diseases that are
economicaly important to the U.S. livestock industry. The mission is to develop and eva uate improved
diagnostic tests and control measures for Johne's disease, brucdllosis, tuberculosis, leptospiros's, swine
dysentery, and hairy hed wart.



Vicki began her career with ARSin 1992 as an office automation clerk a the Nationd Soil Tilth
Laboratory and accepted her current position in 2000. Her previous federa serviceincluded clerica
positions with the U.S. Army Child Development Services at Picatinny Arsena, NJ and the Surgica
Clinic & Womack Army Medica Center in Ft. Bragg, NC.

PASTG Representation is asfollows:

Sherri Buxton, Co-Chair, represents MWA Office, shuxton@mwa.ars.usda.gov
Heather Pace, Co-Chair, Columbia, represents Missouri and Urbana, IL, paceh@missouri.edu
Diane Cronk, Ames, represents lowa, cronk@nstl.gov

Mélissa Stiefd, East Lansing, represents Michigan, Indiana and Ohio, siefdm@msu.edu
Vicki S. Jones, Ames, represents NADC, vjones@nadc.ars.usda.gov

Georgetta Stonewall, Peoria, represents Peoria, I1linois, stonewal @ncaur.usda.gov
Ginger Walker, St. Paul, represents Minnesota and Wisconsin, walke019@umn.edu
Sandy Groneberg, Morris, Ex-Officio, Web Master, groneberg@morris.ars.usda.gov
Lori Wilson-Voss, Ames, Ex-Officio, SOP Editor, lwvoss@iastate.edu

Debbie Bitner, Alternate, MWA Office, dbitner@mwa.ars.usda.gov

PASTG CHARTER

Program Administrative Support Task Group Charter
A. Misson and Goal:

The two-fold misson of the MWA Program Adminidrative Support Task Group (PASTG) is

to:

1. Servethe Senior Management Team in an advisory capacity on initiatives which impact
employees across the Areg;

2. Provide guidance and support to the program administrative support professonds through
networking, training, mentoring, and acknowledging their vaue as a team member.

Our god isto ensure that ARS has highly skilled professionds working as team members with
management to meet the program/administrative gods of the Agency.

B. Vison:

The MWA PASTG'svison isthat Program Administrative Support Professonds function as
an integra part of the team through shared knowledge, thus providing a valuable resource in
support of the Agency mission. It isaso our vison that job satisfaction is heightened through
improved job performance, positive communication and networking.



C. Objectives:

The objectives of the Task Group include:
»  Update the Standard Operating Procedures Manud.
»  Strengthen the Mentoring/Training Program.
* Promote awareness of the Scholarship Training Program.
*  Increase communication and networking through:
* Newdetters
* PASTG conference cdls
» Areaprogram/support meetings
* Location Ste Vidts
» PASTGweb site
* Provideinput & suggestions to implement Agency-wide initiatives.
» Peform specia assgnments as requested by the Senior Management Team.
» Paticipate as aworking partner with the Nationd Council.

D. Scope of Coverage:

The Midwest Area Program Adminigtrative Support Task Group will serve as arepresentative
for secretaria and clerical employees throughout the Area. Thisincludes employeesin the
Secretaria Series, GS-318; Office Automation Series, GS-326; Clerk Typist Series, GS-322;
Miscellaneous Clerk and Assstant Series, GS-303; and other relevant office clerica support
occupationa series.

E. Task Group Membership:

The Task Group will be made up of the Area Director's Secretary, one representative each
from NCAUR, NADC, Ames Campus, and the remainder from locations throughout the
Midwest Area. Task Group members will be appointed by the MWA Senior Management
Team.

The Area Director's Secretary is a permanent gppointment as co-chair and represents clerical
employeesin the Area Office. Other ex-officio members are: 1) the MWA representative to
Nationa Council, 2) PASTG Web Magter, and 3) SOP Editor.

Appointments will be aminimum of athreeyears

NCAUR

Ames, |IA

Columbia, MO; Urbana, 1L

East Lansing, MI; W. Lafayette, IN; Columbus/Coshocton/Wooster, OH
MorrigSt. Paul, MN; Madison, WI

NADC



The next Midwest Area representative to serve on the Nationa Council shdl be selected from
the members of the Midwest Area Program Adminigtrative Support Task Group by the Senior
Management Team. Upon gppointment to the National Council, a new member shall then be
selected to serve on the Areatask group.

F. Rolesand Responsibilities:

Co-Chairpersonswill:

Organize meetings and issue agendas.

Presde at al meetings and conference cdls.

Advise and work with management on implementing policies and programs affecting the
Agency.

Deveop correspondence and obtain gppropriate approvals prior to dissemination
Arrange conference calls as needed.

Prepare annud report for Nationd Council.

Process “Issues and Concerns’ form.

Recorder/I nfor mation Coordinator will:

Record and digtribute highlights and action items of meetings.

Maintain an accurate roster and E-mail list of membership and current biographica
information on Task Group members.

Format submitted materids for Area newdetters.

Maintain Task Group records.

National Committee Representative will:

Ensure adl Task Group meetings are conducted in accordance with the established charter
and appropriate issues are addressed.

Ensure that al recommendations from the Task Group are consistent with laws and
regulations.

All Members shall:

Support and actively participate in the activities of the Task Group.

Collect and report information on sgnificant activities, questions, and concerns.

Keep MWA secretaries aware of information and activities of the Task Group and related
programs.

Provide current biographical information upon appointment to the Task Group.

Nominate and sdlect the co-chair and chairpersons of the subcommittees established by the
Task Group.

Serve as a confidential sounding board to program administrative support professonds.

G. Operating Procedures:

The Task Group will meet semi-annualy within the Midwest Area, at a Site and place to be



determined. Payment of travel expenseswill be the responshility of the representative’ s
unit.

»  Conference calswill be conducted as needed.

» All decisons are made by consensus.

*  Recommendations from the Task Group with Agency/Areawide impact will be submitted
to the Senior Management Team for gpprova prior to implementation.

*  Accomplishments are summarized a the completion of each meseting.

* A replacement will be named prior to the expiration of a member's term.

In addition, the Task Group will adhere to the following principles:
» All members are expected to attend meetings.

» Confidentidity of dl discussonswill be maintained.

»  Subcommittees will be established as needed.

» Feedback on Task Group issues and activities is encouraged.

Concurrence with Charter as Amended 7/16/2002 signed by:
Sherri Buxton, Co-Chair, represents MWA Office
Heather Pace, Co-Chair, Columbia, represents Missouri and Urbana, IL
Diane Cronk, Ames, represents lowa
Mélissa Stiefd, East Langng, represents Michigan, Indianaand Ohio
Vicki S. Jones, Ames, represents NADC
Georgetta Stonewall, Peoria, represents Peoria, 1llinois
Ginger Walker, St. Paul, represents Minnesota and Wisconsin
Sandy Groneberg, Morris, Ex-Officio, Web Master
Lori Wilson-Voss, Ames, Ex-Officio, SOP Editor
Debbie Bitner, Alternate, MWA Office

NATIONAL COUNCIL UPDATES

The National Council met during the week of May 6™ in Fort Collins, Colorado.

Lori Wilson- Voss completed her term as the Midwest Area Representative, as well as her pogition as
Senior Co-Chair of the National Council. Lori did an outstanding job representing the Midwest Area
and her leadership will be missed by the Council. Sherri Buxton has been sdlected to replace Lori as
our representative.

The most noteworthy information to share with dl of you isthat the Nationd Council is tentetively

planning a Secretarid Conference for the Spring of 2003. As more details become available, we will
let you know.

CHANGING FACES




Retirements:

Mona K easter, Secretary (OA) for the Animd Physiology Research Unit in Columbia, MO, retired
July 12, 2002 following a 15-year career with ARS. Mona began as a part-time Clerk-Typist with the
Watershed Research Unit in Columbiain 1987, advanced to full-time Secretary (Typing), and thento a
Unit Secretary. In retirement, she is planning on spending more time with her antique acquisition hobby.

Mary Bradshaw, Program Office Manager for the Ceredl Products & Food Science Research Unit at
NCAUR, retired from ARS on June 28, 2002, after more than 28 years with the ARS. She started her
government career in 1974 a the ARS Regiona Office in Pioneer Park (Peoria) working in the Budget
& Fisca Office. In 1976, she became Secretary to the Regiond Information Officer. When the
USDA reorganization took place in 1984 she was assigned to NCAUR as Supervisor of the Typing
Pool. NCAUR wasredligned in 1985 and she began her duties then as Secretary to one of the
Research Leaders. She held that officid pogtion until she

retired.

Linda Borror, Program Office Manager for the Food & Industrid Oil Research Unit at NCAUR,
retired from ARS on May 31, 2002. She had 34 yearswith ARS. She held various positionsincluding
temporary assgnmentsin dmost every Lab Chief/Research Leader office at NCAUR. Most of her
career was spent in the Fermentation Office, Steno Pool, Assistant Director's Office, Oil Chemica
Research Unit, and findly the Food and Industrid Oil Research Unit.

AD-421 REPORTS

Summary Reports - Following are ingructions on how to PRINT the Summary Report which ligs all
projects requiring the fiscal/annual progress report.

ARIS QUICK REFERENCE GUIDE

From the Main Screen, choose
Research doc
Status
Annua 421 Reports
Query
In the query screen click on ?
Enter your modecode example 36%0X X %xx (XX = your location, xx = your unit)
ENTER
Click on “Action”
“Mark All Records’
Click on “Print”
“Summary”



Then from the Adobe Screen that pops up you can look at the records and/or choose Print.

DID YOU KNOW ...

* You can use“Find and Replace” to replace codesin WordPerfect.

From the tool bar sdect the following:
Edit
Find & Replace [Ctrl F]
With cursor in “Find”, sdlect “Match”, “ Codes’
Highlight code from the pop-up box, then sdect Insert
Place cursor in “Replace with” box and select another code from the pop-up box,
then select Insert
Sdlect choice from right to continue (i.e,, ‘Find Next', ‘Find Prev.’, etc.)

« You can use “Paste Specid” to paste text from one document into aword processing documernt,
without the codes attached. For example, pasting text from a Web page into WordPerfect.

Select and copy the text you want to paste, then go into WordPerfect.
From the tool bar sdect the following:
Edit
Paste Specid
The text should gppear in your document without any codes. (Also available for usein Word.)

 Don'tforget! If your unit needs financid assstance to send you to ajob-related training session,
the Area Office may be able to assist you with your financia needs. The training scholarship form
islocated on the PASTG webdste. You can find it a: www.mwa.ars.usda.gov/pastg

MAKE TIME PRODUCTIVE

Weare dl very busy! Isthere ever a“ spare” moment? And yet, we have times when thereare a “few
minutes’ at the end of the day when we redlly don’'t want to start anew big project. So what do we do
with that time? Here are afew suggestions to make that 15-minute interva productive:

* Reassessyour ligt of godsfor yoursef - Are you on track with your goads? Do you need to re-
prioritize your goas? Do you need to add or delete goals?

» Clean up your email. Check your archived emall - are there things that are no longer needed and
can be deleted?

» Teach yoursdf something new:
* Increase your ability to use the written and spoken word gppropriatey: Look up something in

The Gregg Reference Manual that ssemsto give you problems (punctuation, proofreaders
marks, capitalization problems, troublesome words, €etc.)

» Taketimeto explore asoftware program that you don’t know well. Glance through the help
topics and pick atopic that has given you problems or investigate features of the program that
you haven't used before.



» Keepafileof “Thingsto read,” that you can handle in spare minutes. It may be anew directive, or
materia on anew skill you want to develop, etc.

» Clean out file drawers a couple of folders at atime. Y ou could keep a“ marker folder” in afileto
show how far you have gotten for the next time you have 15 spare minutes.

» Brainstorm waysto streamline your work. Think about the tasks that take most of your time every
day. Write down as many things as you can that would help make thet job easier, faster, more
enjoyable, etc.

» Review your manuadsfor out-of-date materids. | look a my stack of manuasand | know thereis
outdated information that can be thrown away. Try going through one book at atime, so that it
doesn’'t seem like an overwhelming task.

* House-clean your addressfiles. Do you have addresses, phone numbers and email addressesin
your filesthat are obsolete?

« Organize project files. The ARIS on-line manua, Chapter 15F, tellswhat to keep in aresearch
project file folder and the aignment of documents within the project folder (see “Hepful Hints’
below.

» Create your own “ Standard Operating Procedures Manual.” |f someone else needed to help you
because you were out of the office Sck for an extended time, would it be easy for them to know
how to do things from the way your desk/office is organized and the notes you could provide for
them regarding your job?

» Reorganize your computer files. Delete unnecessary files. Re-evauate the folders. Do you ever
have problems finding eectronic files when you need them? Maybe you need to “re-file’ your
computer files.

« Journa your thoughts and ideas. Are you the person you want to be? What do you value? What do

you need to do to become the person you want to be?

« Pan ahead. Jot down important projects coming up. Are there parts of those jobs that can be done

ahead of schedule to make the job easier? Set time-lines for accomplishing the tasks on your
calendar.

These are only afew idess. Y ou may like some of the ideas - you may didike dl the ideas. If you
didike dl the ideas - guess what: Y ou can use your firgt 15 spare minutes to come up with your own
“list of things | want to do with 15 spare minutes” Good luck!

HELPFUL HINTS

When you have anew CRIS Project, Grant, Specific Cooperative Agreement, or CRADA, set up a
separate folder for the new project. On the insde cover of the file folder, use an Avery Adhesive Full
Sheet Block-Out Label (#5455). There are 20 labelsto a package. On thislabdl, you can keep a
running log of the different actions on this project asit goesthrough its cycle. Whilethe projectisina
“pending " gatus, put alarge colored paperclip on the folder to aert you that you need to keep
checking on the status of the project as it goes through the different levels of the approva process.

When the project has expired and you need to do afina report at annua report time, put asmal binder

clip on the folder to remind you which projects need to be terminated. For those of you who have
numerous projects, these suggestions might be helpful when looking at the folders as to which projects
dill need atention.

|SSUES AND CONCERNS

The following is our issue sheet. If you have an issue that you fed needs to be addressed, submit your



form to Heather Pace, PASTG Co-Chair viae-mail: paceh@missouri.edu or desk address: USDA,
ARS-PGRU, 204 CurtisHall, UMC, Columbia, MO 65211

This information will be forwarded, anonymoudy if requested, to the Midwest Area Senior
Management Team. The response will come back to the sender confidentialy through Heather Pace.

| ssues and Concerns

(State briefly what issueis)
Concern or question generated from location

Problem/Explanation:

Impact:
Why isthis aproblem; How does this affect your routine?

Suggested Solutions:

PASTG Recommendation:

Senior Management Team Remarks:

Senior Management Team Recommendation:



	New PASTG Members
	PASTG Representation
	PASTG Charter
	National Council Updates
	Changing Faces
	AD-421 Reports
	Did you know?
	Make Time Productive
	Helpful Hints
	Issues and Concerns

